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Application for 
DEPARTMENT OF ARCWIVES 4 IllStORY 

DISPOSE OF PRESENT ACCUMU a NO FU 
ESTABLISH DISPOSITI9N STANDARD, 

NTINUE TO ACCUMULATE. 
L- -- 

8. Earliest & Latest Dates of Series 
1947 - To Date 

9. Exact Series Title 
Preliminary Engineering Survey Request Card F i l e  

10. Wh# is the function of the office in which this record series is  created 
The ivis ion of Highways is responsible for the planning, location, Zlesgxn, construction, and 
maintenance of a l l  roads and bridges financed by Federal-Aid, State-Aid or Authority funds. On1 
those county roads and c i t y  streets financed en t i re ly  through local  funding are designed, con- 
structed and maintained without the supervision-of par t ic ipat ion of the Division. 
of Highways is  divided in to  f ive  sections: 
j ec t  location throughaerial photography and mapping, designs the bridges and roads involved, and 
obtains the right-of-way necessary; the Construction Section, which conducts the tests o€ s o i l  
and materials involved, oversees construction and assures quali ty control, and supervises the 
seven District Offices throughout the state; the Operations Section, which issues permits and 
enforces regulations governing overweight and oversize vehicles, designs improvements i n  vehi- 
cular and pedestrian t r a f f i c  controls, e f fec ts  the relocation of u t i l i t i e s  exis t ing on project 
right-of-ways, administers State-Aid, and maintains the quali ty of highways; the federal Liason 
Section, which works to  obtain Federal funds and expedite compliance with Federal Highway Admini 
s t r a t ion  requirements on Federal-Aid pbojects; and the Tollroads Section, which coordinates, 
ad2inisters and upe vZses the development, financing, implementation and operation of exis t ing 

The Division 
The fie-Construction Section, which determines pro- 

"Bn- &,_ -- -- I_- -I--- I 

11. This file contains the following documents (include form numbers and titles, if any, and file amngehnt):  

Documents re la t ing  t o  prelim-tnary engineering surveys. 

Included are Survey Request Card (form #HD 336) 

ATTACH SAMPLES OF THE FILE I 

Card F i l e  _- 



13. Is this the Record Copy of Ihe series? [XI I i 
14. Is there a duplication of this series in anolher office or agency? < D l  1 I 

. .i 

The General Accounting Off ice and the Distrkt Offices maintain copies. 
15. Is the informatinti cnritaiiiwl i n  this serics cver sunimarized or published? Attach copy of st,.nmary or publication. . [ ] IX ] 

, .  , . .  
16. Does the series chitain classified infnrrnatitrn rcquittnp. security handlhg? [ j IX 'I 

- ~. ' - 1 1 - -  IX I 

1R. Could the function be performed'if the files *ere lost or destroyed? 

.~. - . ~. . .  .~ . ~ 
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I?. Does the series itiitiale, amend o;iGiniinate agency policies and prccedures? 
. . ~  

. . .  . . . . . . .  
- .~-  ~ 1x3 ~ 1 I ~ I  
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19. Is the series (or major portion of i t) regularly .tiiciofilrned? If yes, why? 

20, Does the record series provide data as input to an EDP file? 

21. Does the .record series cor~tajti.tlocum.~~nt,ilio!i produced . ~ .  a s  ~. .EDP . printout? 

' 

; - . .  
.~ . .~ . .  . .  ~~ . 

22. Has the Federal Government isstled instructions governing retention/disposition of these files? [ 1 ' 

. . .  . *-  . .  - 
~~ . ~ .  . .~ -. ~~ 
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.. . .. ~. . -.  .~~ . . .I 

~~ . 

: 1 . .  . .  . .  . ~. 23. Wil l  t he6  h c  a ttebtf lot Ilew ieci-nth, .10. 15 ytdrs from now? I f  yes. what? 
. .. ~- . . . . - .  ~. . .  . .  .~ . .. ~. . . .  . ~ 
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. -  . .  . .. .. . 24. REQUIREMENTS. The following requires thelfiles to b e  kept .~Permanently. -~ .~ years: ~ . .~ . 
. ~ _ _  - .~ .. . . . .. . . .  . .  . . ~ . ~ ~  ~ 

~. ~ - .. ~. ~ . .. 
. ' L  .~ ~~ 

a. '[ ~] STATE b. 1 ] STA'IUlE OF ~ ~ r c . .  [, 3 AUDIT d..[ . ] FEDERAL e. [ X I  ADMINISTRATIVE f.-[ ].HISTORICAL .~ 

.~~ ~ .~ VALUE . .  ~ .- -I LAW ... 1.: : -LIMITATION ' ' '--PERIOD : 1~ -LAW . - . - ~ - - DECISION . . . ~ 

~ .. .. . -  - 
. ~ . .  . 

~~ . ~ . . ~  .~ ~ . .~ .- ~ (Cite Law, i statute,^ or other reason for -the retention - ~kquirernenl) ~. ' . . .. 
- . ~ ~. . - . ~ ~ -. . _ . ~  . ~~ 

... ~~ ~- .- . . . ~ .  . ~ ~ . . .  .~ ~~ 
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25. AGENCY. J?E~COMMEND~~lONS: This  agency o M e n d s  that the"file ries becut off atIthe end of tach -~ ~ ~ c -  ~' 

,~ - ~ . . ~ .  ., ... ~ 

then: . . ~  , ~ . .  ~. ~ 

. ~.~ ~ .~ - ~. -. ... ~ . -  . 
. .  .. .~ -~ , ,  

. -  ,~ .~ 
~. - ~ .~~ 

-[ ]'CALENDAR YEAR '.: - [  7 FISCAL .~ YEAR' . '  ~~ - ~I .. er̂  ~ - See Attached Page 
~~ 

~ . .  

[ 1 Hold in the current files area month(s)l ~ . ,  'year(s): 

[ J Transfer to  [ 1 State Records Center [ J Local Holding Area; hold . .. 

[ 1 Transfer to State Archives for pernianent retention. 
[ 1 Destroy imniediately after c111 utf. 

. ._.. year@): 
. .  

. .~ . . ~. . .. ~ .~~~~ . ~~ [ ] Destroy. . .  

. .  - . . , . ~~ . -  ., - .  . 
. .~ .~ 

.. . . . .  . .  ~~ 
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-. . . .  . 
~ -. [ ] Other: (Specify). .. .. . . 

(Indicate briefly rationale for recommendations abovelor write additional ~ ~ ~ S ) :  

. . . ~  

Attach Samples o f  the Series 

25 - are: ~ - 
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I ’  . Preliminary Engineering Survey 

Request Card File 

25. Agency Recommendations: 
F i l e  : 

- Survey and Aerial Mapping4 Cut off file upon completion of project; 
hold in current files area permanently. 

Survey and Aerial Mappi_n_g_LFulton Airj-qt-tM 
completion of project then destroy. (This is a Xerox copy used as 
a feference copy which is destroyed upon completion of the project) 

General AccouGL&nxq Cut off file upon completion of project; 
then destroy. NOTE. This is the original copy and is used by 
General Accounting because of the requirement concerning original 
signatures (three) required in the disbursement of funds. 

Office of PlannmCut off file upon completion of project; then 
destroy. 

District Offices 
current files are 1 year; then destroy. 

NOTE: 
A project may be reopened at a later date. 

F i l e  : 
cut off file upon 

F i l e :  

F i l e  : 

F i l e  : 
Cut off file upon completion of project; hold in -1, --I_-II_ 

A suspended or completed project is not a closed project. 


